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MEMORANDUM 


2-Jun-03 


FROM: AMIN KAKEH 


TO: DAVID QUASHIE & THE FINANCE OFFICE 


SUBJECT: 


NOTE: 


PROCEDURE FOR POSTING OCCUPANCY COST FOR FISCAL YEAR 2003 


THE OCCUPANCY COST EXPENSE ACCOUNT IS: 731700 


THE COST CENTER TO BE USED WITH IT 1S: 00-00-00-0000-00-000 


THE MONTHLY ENTRY IS: 


DR. 731700-00-00-00-0000-00-000 
CR.731302...731319-55-09-75-0301 -00-000 


ALLOCATION TO ACCOUNTS: 


DR. 
511301-XX-XX-XX-XXXX-XX-XAX 


731301-ZZ-ZZ-ZZ-ZZZZ-ZZ-ZZZ 
CR.731700-00-00-00-0000-00-000 


O THIS ACCOUNT, WE SHOULD ADD ALL OCCUPANCY COST 
INCURRED BETWEEN OCTOBER 2002 TO APRIL 2003 AND COMPARE THEM TO WHAT WE ALREADY 
CHARGED TO THE PROGRAMS ACCORDING TO THE OLD RATE. THEN CALCULATE THE NEW RATE 
AND ADD OR SUBTRACT TO EACH ACCOUNT THE DIFFERENCES WHEN THEY EXIST. 

WE SHOULD CONTINUE TO USE THE NEW RATE THROUGH FISCAL YEAR 2003. 


FOR THE FIRST TIME APPLICATION T 


IE THERE WILL BE ANY CHANGES IN THE FUTURE YOU WILL BE NOTIFIED IMMEDIATELY. 
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